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ATILIM UNIVERSITY
SCHOOL OF FOREIGN LANGUAGES
DEPARTMENT OF MODERN LANGUAGES
2025-2026 FALL
ENG321 
WRITING TASK I
Writing a CV (Curriculum Vitae)
Aim: The aim of this task is to help you improve your skill to write a CV. 
Definition: A CV (curriculum vitae) is a short document about personal information, educational background, your previous job experiences, skills, qualifications and interests. A good CV helps you make a good impression on an employer.
Procedure: Create your own CV by using the given template.
	Contact information
Name:              ____________________________________________________
Address:_________________________________________________________
Telephone:_______________________________________________________                  YOUR
E-mail:__________________________________________________________                 PHOTO
Date of birth:______________________________________________________                 HERE
Place of birth:_____________________________________________________
Nationality:_______________________________________________________
Marital status:_____________________________________________________


	Education/Qualifications
20___-20___:  _______________________________________________________________________
20___-20___:  _______________________________________________________________________
20___-20___:  _______________________________________________________________________


	Work Experience
20___- present:_______________________________________________________________________
20___-20___:  _______________________________________________________________________
20___-20___:  _______________________________________________________________________


	Skills
Languages:         _____________________________________________________________________
Computer Skills: _____________________________________________________________________
Personal Skills:   _____________________________________________________________________


	Certificates:
_______________________________________________________________________


	Interests:
________________________________________________________________________


	References
________________________________________________________________________________________________________________________________________________
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CV Sample

	CONTACT INFORMATION
[image: stick man ile ilgili gÃ¶rsel sonucu]Name:              Mary MILLER
Address:_____ 12 Bank Street, New Jersey, NY 10606            
Telephone:       (516) 123 25 00                                                                                                                  E-mail:             m.miller@gmail.com                                                                                 
Date of birth:   March 26, 1996                                                                                                
Place of birth:  New Jersey, USA                
Nationality:      American


	EDUCATION
2014-2018:       Princeton University, Department of English Language Teaching, New Jersey
2010-2014:       Union County Magnet High School, New Jersey 

	WORK EXPERIENCE
2018 - present: Friends Academy, New York, English Teacher
2016 - 2017:    The Lawrenceville High School, New Jersey, Intern

	SKILLS
Languages:      English: Mother Tongue                                
                          French: Advanced                                                                 
                          Spanish: Intermediate                                                                  
Computer Skills: MS Office Programs, Photoshop
Personal Skills:   Teamwork, creativity, time-management  

	CERTIFICATES
05.2020 - 08.2020:  UTAA Teaching Improvement & Development Programme
10.2022 - 12.2022:  UPC Leadership Development Program

	INTERESTS
Underwater hockey, jogging, sailing

	REFERENCES
· Prof.Dr. Susan Beckett, Princeton University, Department of English Language Teaching, Dean
            (154) 654 87 96      s.beckett@princeton.edu
· Charlie Wilkins, Friends Academy, Human Resources Manager
(516) 362 00 01          charlie.wilkins@friendsacademy.com                                                                                             
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